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HQE APPOINTMENT PROCESS 
 
 
1. Submission from organization.  The package must contain: 

 Request memorandum (include justification for appointment and salary, etc.) 

 Proposed position description 

 Organization chart (big picture/little picture) 

 Resume 

 Performance plan 

 Position Organization Address worksheet 

 Request for Personnel Action (SF 52) 

2. Civilian Senior Leader Management Office (CSLMO) actions: 

 Classify position description 

 Prepare request memorandum 

 Make initial contact to candidate to request: 

o Salary documentation 
o HQE worksheet  
o OF 306 (Declaration for Federal Employment) 
o Initiation of security check 
o Drug testing (if applicable) 

3. Army approval process: 

 Office of General Counsel  

If proposing an HQE for a Headquarters, Department of the Army organization, add 
reviews by: 
 
o Deputy Assistant Secretary for Force Management, Manpower and Resources 
o Administrative Assistant to the Secretary of the Army 

 
 Assistant Secretary of the Army (Manpower and Reserve Affairs) 

 Secretary of the Army 

4. Deputy Under Secretary of Defense (Civilian Personnel Policy) preappointment 
review: 

 Required for appointments of: 

o Former political appointee converted noncompetitively  
o Schedule C or noncareer Senior Executive Service (SES) employee within the 

last 5 years 
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o Subsequent, consecutive HQE appointment 
o Former Schedule C, noncareer SES, Federal employee or member of the 

Armed Forces when an intervening period of employment does not exist 
 

 Should occur in rare instances when rationale is exceptionally compelling to merit 
this type of appointment 

5. CSLMO finalizes offer. 

 
 
The point of contact for clarification or additional information on senior mentor HQE 
procedures is Ms. Gwen DeFilippi, CSLMO, 300 Army Pentagon, Room 1D755, 
Washington, DC  20310-0104, gwendolyn.r.defilippi@us.army.mil and 703-693-1125. 
 
 

mailto:gwendolyn.r.defilippi@us.army.mil
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 25 Enclosure 5 

SENIOR MENTOR COMPENSATION GUIDANCE 
 
 
General Salary Guidance 
 
Compensation for an HQE should mirror the salary paid in the labor market for 
comparable positions, taking into account such factors as the applicant’s skills, 
professional and educational accomplishments, and the complexity of the work the 
applicant is asked to perform.  Other relevant factors that may be considered include 
labor market conditions, type of position, work schedule, organizational needs, personal 
qualifications, type of degree, experience (and its currency), budget considerations, 
organizational equity and pay considerations, and mission impact of work assignments. 
 
Pay is set based on the labor market, qualifications and scope of duties to be performed 
and cannot exceed the maximum limit established by 5 U.S.C. § 9903(b)(2).  Basic pay 
for an HQE typically will fall within the range from a GS 15 step 1 or equivalent ($99,628 
a year for 2010) to the statutory limit of Level II of the Executive Schedule ($179,700 a 
year for 2010) as long as DoD’s performance pay and management system is certified 
by the Office of Personnel Management.  If at any time, the office no longer certifies 
DoD’s system, pay may not exceed Level III of the Executive Schedule ($165,300 a 
year for 2010).  Pay setting above Level III is reserved for unique circumstances of rare 
occurrence.   
 
Basic pay for HQEs will not be further supplemented for any reason, except as 
annotated in reference 1b (enclosure 2), paragraph 6-b-3 (annual adjustment to basic 
pay), to include position-based special rates.  In addition, HQEs are not eligible for any 
type of salary supplementation, including premium pay (such as overtime and 
compensatory time), as well as entitlements and allowances (such as danger pay and 
living quarters allowance). 
 
The approval authority (currently reserved for the Secretary of the Army) may authorize 
additional payments to recognize specific accomplishments, contributions or 
performance, or as a recruitment, relocation or retention incentive.  The total of all 
additional payments made during any 12-month period may not exceed the lesser of 
$50,125 (or as otherwise set by DoD in enclosure 2) or 50 percent of the employee’s 
annual rate of basic pay (amount may be adjusted annually).  These additional 
payments may generally be made to an HQE who works a full-time, part-time or 
intermittent work schedule.  (Note:  Relocation incentives should not be provided to 
intermittent employees.)  If a payment is authorized as a recruitment, relocation or 
retention incentive, the following conditions apply:   
 

 HQEs are eligible to receive a retention incentive when the organization has a 
special need for the employee’s services that makes it essential to retain the 
employee.  HQEs are eligible to receive a relocation incentive when the 
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organization has a special need for the employee’s services that would require 
temporarily relocating the employee at any time during the HQE’s period of 
employment and when the HQE would be required to relocate for a minimum of 
1 year.  Retention and relocation incentives may be paid in a single lump sum 
payment after completion of the full service period or in installments after 
completion of specified periods of service;  

 The method used in determining installment payments must be documented before 
the initial payment occurs; and  

 A written service agreement documenting a minimum period for employment that is 
commensurate with the incentive amount is required before the receipt of payment. 

Recruitment and retention incentives should be tied specifically to the anticipated work.  
However, they also can be used to incentivize senior mentors to cross the 60/61-day 
threshold for representing back purposes and 130/131-day threshold for losing special 
government employee (SGE) status.  For example, it may be appropriate to offer a 
recruitment or retention incentive of 15 percent for a senior mentor who agrees to work 
79 days and 25 percent for a senior mentor who agrees to work 200 days.  These 
percentage incentives may be appropriate because they could reduce the number of 
senior mentors required, thus reducing overhead, training and other costs.  (Note:  A 
greater number of senior mentors would be required if each worked only 60 days.) 
 
Performance payments must be specifically authorized by the HQE approving official, 
currently the Secretary of the Army. 
 
Specific Salary Guidance 
 
As a guideline, senior mentor salary generally will be categorized based on the level of 
work, not the retired rank of the individual mentor.  The experience of the mentor should 
be considered in determining the specific salary within a particular category.  The salary 
range for each category is based on the corresponding range of basic pay in the 2010 
military pay table and should adjust with the pay table.  The three senior mentor 
categories are: 
 
 

Category 

Typical Annual Pay Range Typical Hourly Pay Range 

(Including Locality Pay) (Including Locality Pay) 

A $99,628.00 - $140,018,40 $47.74 - $67,09 
B 112,788.00 - 162,597.60   54.04 -   77.91 
C 159,404.40 - 179,700.00   76.38 -   86.10 
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 Category A senior mentors are performing work consistent with what the Army 
would assign an active duty one-star or tier one SES member to perform.   

 Category B senior mentors are performing work consistent with what the Army 
would assign an active duty two-star or tier two SES member to perform.   

 Category C senior mentors are performing work consistent with what the Army 
would assign an active duty three- or four-star or tier three SES member to perform.   
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CONTRACTING GUIDANCE 
 
 
Army contracting activities will coordinate the following actions with requiring activities to 
ensure full communication.  If the requiring activity is requesting an exception to policy, 
contract termination actions should be readied but not executed until Headquarters, 
Department of the Army provides a decision on the request. 
 
Required Actions on Existing Contracts: 
 

 Each Army contracting activity shall immediately review their contracting portfolio to 
confirm the identification of all existing and proposed contracts using the services of 
senior mentors as defined herein.  

 Terminate for convenience existing contracts, or the affected contract line item 
numbers or parts thereof, using the services of senior mentors that have a period of 
performance beyond 30 June 2010.   

 Where terminations for convenience are required, execute those actions 
immediately upon receipt of this guidance to facilitate the transition of senior 
mentors to HQEs. 

 If a current contract using the services of a senior mentor is to expire on or before 
30 June 2010, no further action is required on that contract. 

 Do not exercise any remaining unexercised option periods for senior mentor 
contracts. 

 The award of new Army contracts for senior mentors, as defined herein, is not 
authorized.  

Reporting the Completion of Terminations for Convenience: 
 

 Each Army contracting activity shall provide a consolidated report once termination 
actions are complete.  As a minimum, data fields will include contract number, a 
brief description of the senior mentor service rendered, contract activity name, date 
termination action initiated, date termination action completed, requiring activity, 
final realized cost effect (as known at the point of termination), reassessment of 
mission impact (to the customer), and any necessary or supporting remarks.  
Provide your consolidated report, in an MS Excel format, to the point of contact 
identified at the end of this enclosure no later than the close of business, 
23 July 2010. 

 Negative reports are required for those contracting activities that are not affected by 
this senior mentor guidance.  Provide a statement indicating the review of this 
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policy, review of the contracting activities portfolio for contracts falling within the 
purview of this policy, and a definitive statement that the portfolio review did not 
identify contracts requiring the services of senior mentors.  Provide negative reports 
to the point of contact identified below no later than the close of business, 23 July 
2010.   

Contracting With Non-Army Contracting Activities: 
 
The Secretary of Defense policy (enclosure 1), is applicable to all Military Services.  As 
such, contracting with non-Army contracting activities for the hiring of senior mentors in 
support of Army requirements is not authorized.  Likewise, providing Army contract 
support to a DoD sister Service for the services of a senior mentor is not authorized.  
 
The point of contact for clarification or additional information on senior mentor 
contracting guidance is Mr. Milton “Chip” Wynn, Office of the Deputy Assistant 
Secretary of the Army (Procurement), Procurement Policy and Support, 2511 Jefferson 
Davis Highway, Presidential Towers Suite 10363, Arlington, VA  22202, 
milton.wynn@us.army.mil and 703-604-7029. 
 

mailto:milton.wynn@us.army.mil
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 30 Enclosure 7 

ARMY FACT SHEET ON SENIOR MENTORS 
 
 
Intent of the Senior Mentor Policy 
 
The policy is intended to ensure consistency and transparency across the Department 
of the Army through the adoption of a uniform hiring process.  It is imperative that the 
experts hired be subject to certain ethics laws and regulations that apply to Federal 
employees to avoid any perception of impropriety. 
 
Compensation 
 
Pay.  Basic pay for an HQE typically will fall within the range of a GS 15 step 1 or 
equivalent ($99,628 a year for 2010) to the statutory limit of Level II of the Executive 
Schedule ($179,700 a year for 2010).  Pay setting above Level III ($165,300 a year for 
2010) is reserved for unique circumstances of rare occurrence.  Basic pay for HQEs will 
not be further supplemented for any reason, except as authorized, to include position-
based special rates.   
 
Additional Compensation.  The approval authority (currently reserved for the Secretary 
of the Army) may authorize additional payments to recognize specific accomplishments, 
contributions or performance, or as a recruitment, relocation or retention incentive.  
However, the total of all additional payments made during any 12-month period may not 
exceed the lesser of $50,125 (or as otherwise set by DoD in enclosure 2) or 50 percent 
of the employee’s annual rate of basic pay (amount may be adjusted annually).  HQEs 
are not eligible for any type of salary supplementation, including premium pay (such as 
overtime and compensatory time), as well as entitlements and allowances (such as 
danger pay and living quarters allowance). 
 
Ethics and Financial Disclosure 
 
Financial Disclosure.  An HQE will file an OGE Form 450 (Confidential Financial 
Disclosure Report), which is used to check for conflicts of interests.  If the Office of 
Government Ethics determines that the position requires the incumbent to file an 
SF 278 (Public Financial Disclosure Report), the HQE will file an SF 278.   
 
Conflicts of Interest.  HQEs will not participate personally and substantially in a 
particular matter that would have a direct and predictable effect on their financial 
interests, or on interests that are imputed to them.  The interests of the following 
individuals and organizations are imputed to the HQE:  the HQE’s spouse; minor 
children; general partners; any organization in which the HQE serves as an officer, 
director, trustee, general partner or employee; and any person or organization with 
which the employee is negotiating or has an arrangement for prospective employment.    
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Representing Back.  An HQE who is an SGE may not engage in representational 
activities in a matter on behalf of another person, company, organization or any other 
non-Federal entity before the Federal Government in which he or she participated 
personally and substantially as a Government employee or in a matter pending before 
the department or agency of Government which the SGE is serving.  Title 18 U.S.C. 
§ 205 generally prohibits Federal employees from engaging in representational activities 
before the Federal Government.  Representational activities include oral and written 
communications to Federal Government employees.  However, an SGE may represent 
another party involving matters pending before the Government if the SGE worked no 
more than 60 days in a year, but not matters in which the SGE participated personally 
and substantially.  Title 18 U.S.C. § 203 also prohibits the receipt of compensation for 
representational activities.  However, an SGE may receive compensation for those 
matters which he or she is permitted to represent to another party. 
 
Note:  For the purpose of tracking how many days have been worked, a day runs from 
0001 hours to 2400 hours.  Therefore, working from 9 p.m. to 5 a.m. constitutes 2 days 
of work. 
 
Other Highlights 
 
Protocol.  HQEs are designated as protocol precedence code 6, equivalent to a one-
star military position. 
 
Tenure.  HQEs are a temporary infusion of talent and provide nonpermanent support for 
short-term endeavors.  Short-term is generally 5 years or less.  HQEs will be required to 
sign a statement reference appointment length at in-processing.  On a case-by-case 
basis and with justification, appointments can be extended for up to 1 additional year, 
not to exceed a total of 6 years.  However, they also serve at the will of the appointing 
official and can be terminated at any time.  When practicable, HQEs should be given no 
less than 3 days’ advance notice of termination. 
 
Travel.  In accordance with the Joint Travel Regulations and with the approval of the 
designated organization official, travel and permanent change of station expenses are 
authorized. 
 
Work Schedule and Duty Station.  HQEs may work a full-time, part-time or intermittent 
work schedule at the discretion of management.  Work schedule is the time basis on 
which an employee is paid.  A work schedule may be full-time, part-time or intermittent: 
 

 Full-time usually requires an employee to work 40 hours as prescribed by the 
administrative workweek; 
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 Part-time requires an employee to work less than full-time, but for a specific number 
of hours (usually 16 to 32 hours each administrative workweek) on a prearranged 
scheduled tour of duty; or 

 Intermittent describes service performed without a regularly scheduled tour of duty. 

Intermittent employees do not earn annual or sick leave.  Full-time or part-time 
employees on appointments in excess of one year are eligible to accrue both, as well as 
other benefits, as eligible (such as retirement, health and life insurance, etc.) 
 
Duty station is the city or town, county, and State in which the employee works.  For 
most employees, this will be the location of the employee's worksite.  For those 
employees with no fixed worksite, the duty station will be determined by the employing 
agency. 
 
 
The point of contact for clarification or additional information on senior mentor HQE 
procedures is Ms. Gwen DeFilippi, CSLMO, 300 Army Pentagon, Room 1D755, 
Washington, DC  20310-0104, gwendolyn.r.defilippi@us.army.mil and 703-693-1125. 
 

mailto:gwendolyn.r.defilippi@us.army.mil

